SBA SOP39201

Senior Executive
Service Program

Office of Human Resources

U.S. Small Business Administration



SOP 39201

SMALL BUSINESS ADMINISTRATION
STANDARD OPERATING PROCEDURE

National
SUBJECT: S.0.P. REV
SES Program SECTION NO.
39 20 1A

INTRODUCTION

1. Purpose. To change appraisal cycle from 120 days to 90 days, incorporate new rating level
definitions, and to include regulatory changes regarding presidential rank award criteria and bonuses.

2. Personnel Concerned. SES members.

3. Page Changes.

Remove Insert
1-2 1-2
15-38 15-38

4. Originator. Office of Human Resources.

AUTHORIZED BY:
Carolyn J. Smith

Assistant Administrator for Human Resources

EFFECTIVE DATE
06-30-2000

PAGE
1

SBA Form 989 (5-90) Ref: SOP 00 23

Federal Recycling Program a Printed on Recycled Paper

This form was electronically produced by Elite Federal Forms, Inc.

Effective Date: June 30, 2000

Page 1




SOP 39201

SMALL BUSINESS ADMINISTRATION
STANDARD OPERATING PROCEDURE

National
SUBJECT: S.0.P. REV
Senior Executive Service Program SECTION NO.
39 20 1

INTRODUCTION

4. Purpose. To outline the guidelines and procedures for SBA’s Senior Executive Service (SES)
Program.

5. Personnel Concerned. All SBA Senior Executives and persons involved in implementing the SES
Program.

6. Directive Canceled. SOP 39 20.

7. Originator. Guidance, Innovation, and Review Division, Office of Human Resources.

AUTHORIZED BY: EFFECTIVE DATE
Carolyn J. Smith 7/24/98
Assistant Administrator PAGE

for Human Resources 1

SBA Form 989 (5-90) Ref: SOP 00 23

Federal RecyclingProgram (3 Printed on Recycled Paper

This form was electronically produced by Elite Federal Forms, Inc.

Senior Executive Sarvice

Table of Contents
Effective Date: July 24, 1998 Page 3




Paragraph
Chapter 1.

O N o g bk~ DB

Chapter 2.

a &~ w D PE

Chapter 3.

N o g b~ o Dd PP

8.

Genera Provisons

What is the Purpose of this SOP?

Who is Covered by this SOP?

Who is the Appointing Authority?

Wha are the Responghilities of the Appointing Authority?
What is the Executive Resources Board (ERB)?

SOP 39201

What are the Responsihilities of the SES Performance Review Board (PRB)?

What are the Responsibilities of the Supervisor?
Who is Authorized to Update Appendices to this SOP?

Executive Resources Board (ERB)

Who Appoints ERB Members?

How Long Do Members Serve on the ERB?
What isthe Role of the ERB?

What isthe Role of the Chair of the ERB?

Wha are the Specific Responshilities of the ERB?

SES Employment

Are Merit Principles Used to Fill All SES Pogtions?

How are Qudification Standards Established for SES Pogtions?
What Sources are Used to Recruit for Vacant SES Positions?
Who Determines How to Fill an SES Vacancy?

How are Vacancies Announced?

How Do You Apply for SES Career Vacancies?

What isthe Rating Process?

What is the Ranking Process?

Effective Date: July 24, 1998

Page 4

Page

O 00 00 00 N N N N

o ©O© O ©

10

11
11
11
11
11
12
12
12



10.
11.

12.

Chapter 4.

© © N o g bk~ 0w NP

[ e S ~ S S 5 S S S T
o o A WON 2 O

17.
18.
19.
20.
21.

SOP 39201

In What Order are Candidates Referred for Interview and Selection?

Who Conducts the Interviews for SES Positions?

Doesthe ERB Interview All Candidates Referred to it by the Office of Human
Resources?

Who Makes the Find Sdlection for SES Positions Under Merit Staffing Procedures?

Performance Management Plan

What is the Purpose of the SES Performance Management Plan?
How are Organizationd Goals and Objectives Set?

What is the Performance Appraisal Period?

What isthe Minimum Appraisa Period?

What is the Process for Establishing Performance Plans?

Are There Any Requirements for Progress Reviews?

How are Standards Modified?

What is the Performance Appraisal Process?

What are the Summary Reting Levels?

. Who Serves on the Performance Review Board (PRB)?

. What are the Specific Respongbilities of the PRB?

. What are the Procedures of the PRB?

. How are Final Rating Determinations Made?

. What is the Effect of the Find Rating Determination?

. Does SBA Prescribe aDidribution of Rating Levels?

. When an Executive is Entering the SES for the First Time and Hasn't Served

Under a Performance Plan for 120 Days as of the End of the Appraisal Period,
Does He or She Receive a Reting?

What Happens When an Executive Changes Positions?

How is an Executive Rated When on Detall or Temporarily Reassgned?

What Happens When an Executive Transfers to Another Agency?

What is the Retention Period for Performance Records?

How are Performance Awards Granted?

Effective Date: July 24, 1998 Page 5

12
13

13
13

15
15
15
16
16
17
17
18
19
20
21
21
22
23
23

24
24
24
24
25
25



SOP 39201

22. What isa Presdentid Rank Award?

23. Who isEligible for a Presdential Rank Award?

24. What is the Criteria Used to Determine an Executive' s Eligibility for a
Rank Award?

25. When are Executives Nominated?

Chapter 5. Pay

How is Pay Set for Career Senior Executives?
How is Pay Determined for New Career Appointeesto the SES?
How Often Can an Executive Expect aLeve Increase?

A w D PP

How is an Executive Recommended for aLevd Increase?

Chapter 6. SES Reduction in Force (RIF)

What is a Reduction in Force (RIF) in the Senior Executive Service?

What are the Respongihilities of SBA Officias?

What is the SES RIF Competitive Area?

What are the Procedures for Conducting a RIF?

What are the Retention Standards and How are They Determined?

What Happensif an Executive is Displaced?

What Rights are the Executive Entitled to Through OPM?

What are the Consequences if the Executive is Reached for Reduction in Force?

Does the Executive have Reingatement Rightsto the SES?

10. Are There Placement Rights for Executives Removed Through RIF?

11. Isthe Executive Eligible for Assstance Under the SBA Career
Trangtion Assstance Plan?

12. Doesthe Executive Have Apped Rightsto MSPB?

© © N o a bk~ w DN P

Chapter 7. Recertification

Effective Date: July 24, 1998 Page 6

25
26

26
27

29
29
29
29

31
31
31
32

R rK

36
36

37
37



SOP 39201

1. What isthe Purpose of the SES Recertification Program? 39
2. Wha isthe Rdationship of Recertification to the Annua Performance Appraisal Process?39
3. Who is Subject to Recertification? 39
4. When Does Recertification Take Place? 40
5. What isthe Standard for Recertification? 40
6. What are the Procedures for Recertification? 41
7. What are the Consequences of Recertification Determinations? 45
Appendices
1. Index to Forms and Reports 49
2. Sample SBA Form 2014, "Senior Executive Service Opportunity” 51
3. Sample SBA Form 1303, "Senior Executive Service Performance Evauation” 55
4. Sample SBA Form 1304, "SES Criticd Objectives' 57
5. Sample SBA Form 1802, Senior Executive Service RecertificationCY__ ” 59

Effective Date: July 24, 1998 Page 7



SOP 39201

Chapter 1

General Provisons

1 What isthe Purpose of this SOP?
The SOP setsthe Smdl Business Adminidration’s (SBA) policy for the Senior Executive
Service (SES) in the areas of employment, performance management, awards, pay, reduction in
force, and recertification.

2. Who is Covered by this SOP?

This SOP gppliesto dl SBA SES members and gpplicants for SES positions.

3. Who isthe Appointing Authority?
The Adminigtrator serves as the gppointing authority for al pogtions except for those in the
Office of Ingpector Genera (OIG). The Inspector Generd (1G) serves as the gppointing
authority for postionsin the OIG.
4, What are the Responsibilities of the Appointing Authority?
a. Theappoainting authority is responsble for:
(1) Appoainting Performance Review Board (PRB) members,
(2) Sdecting senior executives,
(3) Approving SES performance ratings and awards; and
(4) Recatification.

b. Specific authority applying to the Adminidrator and |G are spdled out in the following
chapters.
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5. What isthe Executive Resources Board (ERB)?

The Executive Resources Board (ERB) is agroup of line managers, both career and noncareer,
that conducts the merit staffing process for career entry into the SES (5 U.S.C. 3393(b)) and
otherwise advises the Adminigtrator on mattersinvolving its career senior management. The
Adminigtrator appoints its members. Most ERB members are themsalves SES, but the
Adminigrator can designate non-SES members as well, to ensure amix of field and
Headquarters representatives, and representation of minorities and women. Additiona
respongbilities are outlined in chapter 2 of this SOP.

6. What are the Responsibilities of the SES Performance Review Board (PRB)?
The PRB reviews SES performance gppraisa's and may make recommendationsto the
gppointing authority on SES performance ratings, bonuses, and Presidential Rank Awards, and
makes recommendations to the Administrator on recertification actions. More specific
respongibilities are outlined in Chapter 4, “ Performance Management Plan,” and Chapter 7,
“Recertification,” of this SOP.

7. What are the Responsibilities of the Supervisor?

Supervisors of senior executives.

a. Egablish performance gods and requirements, and communicate expectations to the
executive;

b. Initiate and conduct performance reviews periodically, as necessary, to discuss performance
and make adjustments based upon changing conditions;

c. Evduate the executive's performance at the end of the rating period and meet with him or
her to discuss performance, the evauation, and developmental needs; and

d. Recommend the executive for recertification and pay adjustments.
8. Whois Authorized to Update Appendicesto this SOP?

The Assigtant Administrator for Human Resources is authorized to update appendicesto this
SOP.

Effective Date: July 24, 1998 Page 9



SOP39201
Chapter 2

Executive Resour ces Board (ERB)

1. Who Appoints ERB Members?
The Adminigtrator appoints members of the ERB including the Chair. Higoricdly, the Char has
been anoncareer executive. Generdly, the membership is abaance of career and noncareer
senior executives. There are two ex officio voting members. the Assstant Adminigirator for
Human Resource who serves as Executive Director, and the Assstant Administrator of Equal
Employment Opportunity and Civil Rights Compliance who isthe Equa Opportunity Advisor.

2. How Long Do Members Serve on the ERB?

Generadly, ERB members serve a 2-year term. The gppointments and terminations of
ERB members will be staggered to ensure continuity of operations.

3. What isthe Role of the ERB?

a. The ERB serves as an advisor to the Administrator on matters involving its career senior
management. In thisregard, the ERB meets, as necessary, to consider and act upon SES
personnel actions and other matters. Four members of the ERB, including the Chair,
condtitute the quorum necessary to act on dl personnel management matters involving
executive personnd, with the exception of merit staffing panels (see chapter 3).

b. The Executive Director advises the ERB on matters of practice and procedure relative to
the SES, consults with the Office of Personnel Management (OPM) as necessary, and
follows up on actions in accordance with ERB decisons.

4. What isthe Role of the Chair of the ERB?
The Chair of the ERB:
a. Overseesthe duties and respongibilities of the ERB;

b. Servesas principa advisor to the Administrator on the needs of executive resources
personnd;

c. Makesrecommendations to the Administrator on members for the PRBs; and
d. Identifies basic issues and options for ERB condderation in the aress of:
(1) Successon planning;
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(2) Executive pay stting; and

(3) Legidative changes asthey impact on career senior management or other issues
under the purview of the ERB.
5. What ar e the Specific Responsibilities of the ERB?

The ERB:

a Recommends and monitors implementation of policy for SES postion planning such as
pay guidelines, outreach, saffing, and utilization; and, except for Office of Inspector
Generd employees, it dso makes recommendations on executive development, pay
adminigration, and on criteria for nominating executives for Presdential Rank awards,

b. Conducts the SES merit staffing process for career SES positions,

C. Servesin an advisory cgpacity on personne management matters involving executive
personnd;

d. Evauates the SES program periodicaly and makes recommendations for
improved effectiveness, and

e. Plans and manages the SES Candidate Development Program and other succession
planning programs. In managing these programs, the Chair of the ERB will establish
appropriate procedures to help ensure that the objectives of the program are met. This
includes proceduresfor:

(@) Egablishing panels,
2 Making recommendations to the Administrator; and

3 Monitoring progress toward goa attainment.
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Chapter 3

SES Employment

1. AreMerit Principles Used to Fill SES Positions?

Merit principles apply to al career SES positions, but not to noncareer SES appointments.

2. How are Qualification Standards Established for SES Positions?
The personndlis, in conjunction with the supervisor, develops a qudifications sandard
identifying the mandatory and/or desirable technical quaificationsfactors. The Chair of the ERB
reviews the stlandard before gpprova by the Adminigtrator or the IG.
3. What Sourcesare Used to Recruit for Vacant SES Positions?
Recruitment incdludes dl groups of qudified individuas within the executive, judicia, and
legidative branches of the Federa service, and may dso include qudified individuas from
outside the Federa service. A pogtive effort will be made to ensure afair representation for
quaified minority and femae candidates.
4, Who Determines How to Fill an SES Vacancy?
After determining that an SES vacancy will be announced, the Chair of the ERB
specifies the method of recruitment.
5. How are Vacancies Announced?
a. A "Senior Executive Service Opportunity” announcement, SBA Form 2014 (appendix 2)
advertisng an SES career opportunity, will be included in the OPM SES vacancy
announcement system for at least 14 caendar days, including the date of publication.

b. The personnelist coordinates the opening of vacancy announcements with OPM to ensure
information on SBA SES opportunitiesis available to the generd public.

Effective Date: July 24, 1998 Page 12



SOP39201
6. How Do You Apply for SES Career Vacancies?

Candidates submit an gpplication and narrative satement to the Office of Human Resources
(OHR) or OIG, as appropriate, addressing each qudification factor. Applications must be
postmarked by the closing date, however, the narrative satement may be submitted after the
closing date provided it is received before the ranking panel meets. Applications may be
consdered from noncompetitive digibles up to the point of selection.

7. What isthe Rating Process?

a. The supervisor, in conjunction with the ranking pand, prepares SES ranking guiddines
describing criteria to sufficiently set gpart digible candidates.

b. The personndig initidly screens applicants for quaifications and digibility. Applications
which are incomplete or don't provide sufficient information concerning scope or leve, or
which fall to meet the mandatory qudifications, are not consdered. The chair of the ranking
pand will review the gpplications of screened out candidates with the servicing personndlist.

8. What isthe Ranking Process?

a. TheChair of the ERB may delegate the rating and ranking of al qudified candidatesto a
panel of at least three SES members. The mgority of the members must be career senior
executives.

b. The pand will evauate each candidate as highly qudified, well qudified, or qudified.
Additiondly, the pand chair will review the applications of screened out candidates with the
servicing personndlis.

9. In What Order are Candidates Referred for | nterview and Sdection?

The 1G determines what procedures will be used in the selection of OIG candidates. For
positions outside the OI G, the Executive Director, ERB, provides the Chair of the ERB with an
aphabetica list of candidates within each category, i.e., highly qudified, well qudified, qudified,
and not qudified. Oncethe ERB pane completesitsfina interviews, the Chair of the ERB
presents these ligts to the Adminigtrator dong with recommendations for the top ranked
candidates.

Effective Date: July 24, 1998 Page 13



10.

11.

12.

SOP 39201
Who Conductsthe Interviewsfor SES Positions?

For positionsin the OIG, the IG conducts the interviews. For dl other positions, the Chair of
the ERB sdects an interview pand from members of the ERB, and, when gppropriate, other
SES members, the Associate Adminisirator for Field Operations, and regiona administrators.
Where there are large groups of candidates, the Chair of the ERB selects a panel conssting of
three executives, the mgjority of whom must be career executives, and the supervisor of the
position, to conduct initid interviews to determine which candidates should be referred to the
ERB for find interviewing.

Doesthe ERB Interview All Candidates Referred to it by the Office of Human
Resour ces?

Not necessarily. The ERB may interview any or dl of the candidates referred or may even
make a recommendation based solely on review of the gpplications.

Who Makesthe Final Selection for SES Positions Under Merit Staffing Procedures?

The gppointing authority makes the selection and certifies that the candidate meets the
qudifications sandards of the position and that gppropriate merit staffing procedures have been
followed. The executive resources manager, or the OIG personnel officer for OIG postions,
forwards the sdection to OPM for gpproval by the next Qudifications Review Board (QRB).
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Chapter 4

Performance M anagement Plan

What isthe Purpose of the SES Performance Management Plan?

The SES Performance Management Plan is a system covering dl SBA senior executivesand is
used as atool for executing basic management and supervisory responghilities by:

a

b.

C.

d.

a

Communicating and darifying organizationd goas and objectives,
Identifying individua accountability for the accomplishment of Agency goas and objectives,
Evauating and improving individua and organizationd accomplishments; and

Using the results of performance appraisals as a bass for adjusting base pay, training,
rewarding, reassigning, retaining, and removing senior executives.

How are Organizational Goals and Objectives Set?

The Adminigtrator or |G, as appropriate, sets the gods and priorities to direct the energies
of senior executives by establishing aframework for specifying measurement criteriafor
SES objectives.

Senior executives mugt link their individua performance objectives to one or severd of the
Agency's program goas and supporting objectives contained and summarized in the SBA
5-Year Strategic Plan (for employees on detail, see paragraph 4-18).

A senior executive may delegate specific assgnments for accomplishment of part or dl of a
program implementation objective to one or more subordinates. However, the senior
executive remains responsible for the accomplishment of priority godsfor hisor her
functiond area

What isthe Performance Appraisal Period?

The gppraisal process covers performance during the period October 1, through September 30,
annudly, and hasthree principa phases.

a

b.

Egtablishing performance requirements;

Monitoring progress and adjusting performance requirements when necessary; and
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Determining the find performance rating.

What isthe Minimum Appraisal Period?

An executive must have served under an approved written performance plan for at least 90
days before he/she can berated. However, if awritten performance plan was not executed and
both the executive and supervisor agree that sandards were fully explained and understood,
and the 90 day minimum agppraisal period is met, the executive can receive arating.

What isthe Process for Establishing Perfor mance Plans?

a

f.

Performance plans must be communicated by the rating officia to each executive a the
beginning of each appraisa period. Written performance plans will normaly be provided
within 30 days of the beginning of the appraisa period, or when the executive is moved to a
position that requires a new performance plan. Performance plans may be carried over
from year to year, dthough it is recommended that a new plan be executed each year.

The executive and the supervisor (rating officid) establish performance plans. Find
authority for establishing such plans, however, ress with the rating officid.

All senior executives have three standard critical objectives. When gpplicable, an optiond
specid initiative criticd objective may be assgned to an SES executive. The sandard
critical objectives are asfollows:

(1) Program Implementation. This objective incorporates the requirements of the
Strategic/Business Plan. This dement will be given sgnificant weight in determining
the appropriate rating/bonus.

(2) Organizationd Representation.
(3) Resource Effectiveness.

Each standard critica objective is defined by standardized performance criteria (see
Appendix 4, “SBA Form 1304, U. S. Smdl Business Adminigtration SES Critica
Objectives’). A standard for "On Target" performance must be established for each
performance criterion based on the requirements of the employee's position, and must be
fully discussed between the executive and the rating officid, including communication of
expectations and resources available.

The executive's supervisor may delete one or more of the performance criteria of an
objectiveif it doesn't gpply to a gpecific SES position.

The supervisor must document this process on SBA Form 1303, "U. S. Small Business
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Adminigration Senior Executive Service Performance Evauation,” Appendix 3.

0. After the executive and the supervisor gpprove the objectives, the executive's supervisor
retains the origind and forwards a copy to the personndigt.

h. Each senior executive should communicate his or her objectives to subordinate
organizationd levels to enhance understanding of organizationd godsand to asss in
developing manageria and non-managerid performance requirements of subordinates.

6. Are There Any Requirementsfor Progress Reviews?

a. A progress review isrequired and should occur mid-term. The purpose of the progress
review isto identify shortcomings so the executive has time to remedy any problems and
attain the goas prior to the end of the rating cycle. Additionaly, there may be aneed to
modify objectives and this should occur a thistime.

b. Although the supervisor does not have to document the progress review in writing if
performance is expected to be "On Target” or higher, the sSignature of the executive and
supervisor in Part B of SBA Form 1303, will indicate that a discussion has taken place.

c. If the executives performanceis"Minimaly Satisfactory™ or "Unsatisfactory,” the supervisor
must document the performance deficiency. This documentation requirement can be
satigfied by a memorandum advising the executive of his or her deficiencies and the
corrections required to raise performance to the "On Target” level.

7. How are Standards M odified?
Supervisors and executives discuss and gpprove modifications in the same manner as the

origina standards, with supervisors retaining the right to gpprove or disapprove modifications.
Modifications will be documented on SBA Form 1304.
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8. What isthe Performance Appraisal Process?

a. Theexecutive prepares a statement of performance accomplishments and forwardsiit to
the rating officid.

b. Therating official (normaly the supervisor of the executive being rated) makes the initial
rating determination of individual objectives and arrives a a summary rating (written record
of the gppraisa of each criticad and non-critical objective, see paragraph 4-9 for definitions)
giving sgnificant weight to the "Program Implementation” eement which concerns
accomplishment of Strategic/Business Plan gods, and completes a justification, as required,
that accuratdly reflects performance during the performance period. Therating officid will
use the executive's statement of accomplishments as a starting point and take into
consideration:

(1) The cumulative performance of the executive throughout the period covered by the
gppraisa, rather than concentrating on one or afew occurrences or periods of
performance, including any periods of detall; and

(2) Factors outside the executive's control impacting the results achieved. Thiswould
include sgnificant work assgnments not origindly covered by the performance plan.

c. The performance evaluation process is completed by rating each performance criterion
leading to arating for each critica objective and concluding with a summary rating. Stepsin
the process are as follows:

(1) Usng the established standards for "On Target" performance, the reting officid shall
eva uate the executive's accomplishment and determine the most appropriate rating
level (Ahead, On, or Behind Target) for each critica objective on SBA Form 1304.

(8) Ahead of Target (AT): performance exceeds the written standard for On
Target Performance.

(b) On Target (OT): Performance meets the written standard for On Target
performance.

(c) Behind Target (BT): Performance failsto meet the written standard for On
Target performance.

(2) Record therating levelsfor each objective in Part C of SBA Form 1303.

(3) Summary Rating (SBA Form 1303, Part D): After dl objectives have been rated,
therating officid determines the appropriate summary rating level by referring to the
summary rating level definitions (paragraph 4-9) and considering the rdative
importance of each objective and performance criterion. Inthisregard,” particular
weight must be given to the objective "Program Implementation,” which concerns
performance of the gods noted in the Strategic/Business Plan. The summary
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numerica performance rating is entered in Part D of SBA Form 1303.

(4) Except for asummary rating of fully successful, the rating officid must prepare a
narrative judtification to support the summary performance rating assigned. This
judtification shdl be documented in Part G on the reverse of SBA Form 1303, and
provide more specific information supporting the executive's summary performance
rating, including such gppropriate matters as quantity, qudity, and timeliness of
performance.

(5) Therating officid shdl discuss the rating with the executive and obtain his or her
acknowledgment in Part E on the SBA Form 1303 that adiscussion of the rating
was held.

(6) When the executive requests arating by areviewing officid, the reviewing officid
shdl enter hisor her rating in Part E of SBA Form 1303.

d. Thereviewing official (normally the rating officia’s supervisor) recommends arating (when
requested by the executive) and prepares appropriate justification, if that rating is different
from the rating officid'srating. Where the reviewing officid isthe Adminigrator or the 1G,
he or she may serve as the reviewing officid or designate an appropriate officid a a higher
executive level than the rating officid to serve in that capacity.

e. The senior executive shdl have the opportunity to respond in writing to a summary rating
prior to review by the PRB (see paragraph 4-12).

f.  The PRB will receive copies of the senior executive's comments on the summary reting as
well as copies of the comments of the rating and reviewing officid. A written rating of
record must be made after consdering PRB recommendations.

0. What arethe Summary Rating L evels?

*a._Leve 5 - Exceptiondly Successful. An executive who recelves thisrating will have made an
outstanding contribution to the accomplishment of the Agency's misson with specific
reference to achievement of the Agency’s Strategic/Business Plan. (IG executives are rated
according to their accomplishment toward achievement of the IG's Strategic Plan.) In order
to berated at thisleve, the executive must receive an "AT" rating on the mgority of critical
objectivesincluding the “Program Implementation” and “ Resources Effectiveness’ objective.

No critical element may berated blow "OT.” (THISRATING REQUIRES WRITTEN
JUSTIFICATION.)

b. Leve 4 - Highly Successful. An executive who recaives this rating will have contributed
greatly to the Agency'smisson. In order to be rated at this level, the executive must receive
an"AT" rating on amgority of critical objectives including the “Program Implementation”
objective. No critica objective may berated below "OT." (THISRATING REQUIRES
WRITTEN JUSTIFICATION.)
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c. Leved 3- Fully Successful. An executive who receivesthis rating must receive an "OT"
rating on the mgjority of critical objectives. *

d. Levd 2- Minimdly Satisfactory. An executive who recaives this rating has received a
"BT" rating on one critica objective and is, in effect, on probation. By law, should an
executive receive this rating twice in a consecutive 3-year period, he or she must be
removed from the SES. (THISRATING REQUIRES WRITTEN JUSTIFICATION.)

e. Leve 1- Unsatisfactory. Anexecutiverated "BT" on one or more critical objectives will
receive this summary rating when the level of performance is totaly unacceptable for
continued employment in the incumbent's pogition. By law, an executive who receives this
rating must be reassgned or transferred within SES, or removed from the SES. Should an
executive receive this rating level twice in a5-year period, he or she must be removed from
the SES. (THISRATING REQUIRES WRITTEN JUSTIFICATION.)

10.  Who Serveson the Performance Review Board (PRB)?

a. The primary and dternate PRBs are gppointed by the Adminigtrator after reviewing alist of
recommendations from the Chair, ERB. Generdly there will not be more than one member
from any one office. The primary Board will consst of a least five members, and will
review gppraisas of al senior executives, with the exception of their own and members of
the OIG. Thedternate and |G Boardswill consst of at least three members each.

(1) A mgority of the Board members on al three PRBs performing the review of any
individua career gppointee's gppraisa will be career appointees.

(2) In addition, the Assstant Adminigtrator of Equal Employment Opportunity and Civil
Rights Compliance, and the Assistant Adminigtrator for Human Resources will serve
on the primary PRB.

(3) Senior executives from outsde the Agency may be gppointed to the primary and
dternate PRBs.

(4) A separate PRB will be appointed by the |G to review appraisas of SES members
inthe IG's office. These memberswill normaly include senior executives from 1G
officesin other agencies and a career senior executive from the primary PRB.

(5) The dternate PRB reviews the appraisas of executives who serve on the primary
PRB.

(6) The OHR will publish the names of dl Agency PRB membersin the Federd
Regigter, as required by 5 CFR 430.307.
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11.  What arethe Specific Responsibilities of the PRB?

a. Edablishing procedures and operating instructions.
b. Monitoring accomplishment of SES gppraisd activities.

c. Reporting to the Adminigtrator or the 1G on problems with the system and recommending
improvements.

d. Ensuring thet dl legd and other requirements concerning performance appraiss and
performance awards are met.

e. Reviewing performance plans and appraisals for equity and consstency, aswell as generd
adherence to the Adminigtrator's or 1G’s guidance.

f.  Recommending to the Adminigtrator or IG'sindividua performance ratings.

0. Except for the OIG, ranking senior executives according to performance and recommending
bonuses.

h. Recommending to the Adminigtrator or |G nominations for Digtinguished and Meritorious
Presdentia Rank Awards.
12. What arethe Procedures of the PRB?
a.  Each member of the PRB will review:

(1) All appraisa packages, including any written comments by the executive being rated
and any higher leve review;

(2) The management guidance on annua program gods, and
(3) Other rdlevant documentation.
b. Recommendations for ratings shal be made by mgority vote of the members voting.
c. ThePRB may:
(1) Ask the supervisor of the executive being rated or the executive to appear before it
to provide additiond information pertaining to the executive's performance, and
conduct whatever additiona review it finds necessary;

(2) Rank career gppointees with ratings of exceptionaly, highly, and fully successful
overdl performance;
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(3) Review SES development plans and make recommendations to the ERB pertaining
to the continuing development of executives,

(4) Make recommendations pertaining to the increase or decrease of SES pay levels
based on the performance review; and

(5) Make recommendations on performance and rank awards.
d. The PRB must:
(1) Judtify any recommendetion that arating be changed to alower or higher rating;

(2) Make awritten recommendation to the Adminigtrator or the 1G on each senior
executive rating of record; and

(3) Ensure that sgnificant weight has been accorded to executive' s performance of the
"Program Implementation” objective asit rdates to the Strategic/Business Plan.

13. How are Final Rating Deter minations M ade?

Upon consdering PRB recommendetions, the Adminigtrator or 1G will make find
determinations regarding performance ratings and bonuses, ensuring that only executives whose
performance exceeds norma expectations are rated above Fully Successful. A copy of the find
rating will be given to the executive a the time after it isfindized. A performance rating
received by an executive in the SES may not be appeded or grieved.

14.  What isthe Effect of the Final Rating Deter mination?

The performance rating categories affect the status of senior executives as follows.

a. A career gopointee receiving a"Fully Successful,” "Highly Successful,” or "Exceptiondly
Successful” rating is digible for abonus. A rating of less than "Fully Successful” does not
qudify the career executive for abonus.

b. A senior executive who isretained in the SES will receive assstance in improving
performance rated a aleve below the "Fully Successful” level. Such assstance may
include, but is not limited to, formd training, on-the-job training, counsding, and close
supervison.

c. Any senior executive who receives less than “ Fully Successful” twice in any consecutive 3-
year period must be removed from the SES.

d. Any senior executive recaiving an "Unsatisfactory” rating must be reassigned, transferred, or
removed from the SES.
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e. Any senior executive who recaives two "Unsatisfactory” ratings in any consecutive 5-year
period must be removed from the SES.

f. A career appointee who has completed the probationary period, or was not required to
serve onein the SES, and is removed from the SES for performance reasons, is entitled to a
continuing career position at GS-15 of the General Schedule, or an equivalent position. The
basic rate of pay will be set in accordance with 5 U.S.C. 3594. An executive removed
from SES for less than "Fully Successful™ performance may be digible for Discontinued
Service Retirement or severance pay if he or she declines to accept a placement offer.

0. When acareer executive is removed from the SES for reasons of performance, he or she
shall receive 30 days advance written notice. Further guidance on this procedureisin 5
CFR 359.501-503 and 359.701-705.

Does SBA Prescribe a Distribution of Rating L evels?

No. SBA officids may not prescribe a digtribution of rating levels for employees covered by
this plan. However, the Adminidirator or |G may review standards and ratings for difficulty and
gtrictness of gpplication, to ensure that only those employees whose performance exceeds
norma expectations are rated at levels above “Fully Successful.”

When an Executiveis Entering the SESfor the First Time and Hasn't Served Under a
Performance Plan for 90 days as of the End of the Appraisal Period, DoesHe or She
Receive a Rating?

No. Theappraisd period will be extended until such time as the executive has served in the
position and under a performance plan for 90 days.

What Happens When an Executive Changes Positions?

When an executive changes position by reassgnment or by transfer to another organization or
agency and served under a performance plan in the previous position for at least 90 days, a
written summary rating must be prepared by the supervisor. Each rating must be considered by
the gaining organization or agency in deriving the executive's next rating of record.

How is an Executive Rated When on Detail or Temporarily Reassigned?

(8 When asenior executive is detailed within the SBA for 90 days or more, critica objectives
must be established for the assignment. Performance againgt those standards must be
consdered in deriving the next rating of record.

(b) When asenior executive is detailed outsde of the SBA, the rating officid must make a
reasonable effort to obtain appraisd information from the outsde organization if the
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executive will be detalled for the minimum 90-day appraisa period. Therating shdl take
into consderation appraisal information obtained from the borrowing organization.

(c) If asenior executive has not served in SBA for the established minimum appraisa period,
but has served for the minimum appraisa period outside the SBA, the SBA rating officid
must make a reasonable effort to prepare arating using appraisa information obtained from
the borrowing organization.

19.  What Happens When an Executive Transfersto Another Agency?
When an executive leaves SBA, dl appropriate performance-related documents 5 years old or
less, including the current performance plan and an interim rating, shal be forwarded in the

Employee Performance File dong with the executive's Officid Personne File (OPF) to the
executive's new agency.
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20. What isthe Retention Period for Perfor mance Recor ds?

a. Performance records for SES appointees are to be retained as follows.
(1) FHve consecutive years beginning with the effective date of appointment;

(2) When asenior executive moves to another position in the SES, either with SBA or
adifferent agency, dl appropriate performance-related documents 5 years old or
less shdl be forwarded in the Employee Performance File dong with the employee's
OPF.

(3) When an employeein the SES accepts a Presidentia appointment, the employee's
performance file shdl be retained as long as the employee remains employed under
that Presidentid gppointment. If the individua does not return to the SES when the
gppointment ends, the employee's Employees Performance File shal be destroyed
in accordance with SBA procedures.

(4) Where any performance-rdated document is needed in connection with ongoing
adminidrative, quasi-judicid, or judicia proceeding, it may be retained for aslong
as necessary beyond the established retention schedule.

21. How ar e Perfor mance Awar ds Granted?

a. The Administrator determines Performance Awards/bonuses after consderation of
recommendations from the PRB's. This authority has been delegated to the |G for OIG
executives.

b. By datute, the total of an executive's basic sdlary, bonus cash award for performance, and
Presdentid Rank Award may not, in any one fisca year, exceed the annua rate payable for
Executive Leve | in effect at the end of the same fiscal year. Amounts not payablein a
fiscd year dueto this regtriction shdl (by statute) be paid at the beginning of the next fisca
year in alump sum.

22. What isa Presidential Rank Award?

The Presidentid Rank Awards were established to recognize sustained high quality
accomplishment by members of the SES and authorize the President to gpprove the awvarding of
ranks and accompanying stipends to a select number of executives who hold career
gppointments. Two types of rank awards are;

* a  Meitorious Executive - for sustained accomplishment. Thisaward includes a
lump sum payment of 20 percent of base pay, excluding locality, from the recipient's
employing agency; and

b. Didinguished Executive - for sustained extraordinary accomplishment. This

award includes alump sum payment of 35 percent of base pay, excluding locdity, from the
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recipient's employing agency. *

23. WhoisEligiblefor a Presdential Rank Award?

All career gppointees in the SES may be digible for arank award if the following regquirements
are met:

a.  The performance for which the nomination for an award is submitted is sustained over a
minimum period of 3 years,

b. Any individud who receives arank of either Meritorious Executive or Digtinguished
Executive is not entitled to receive that same award during the following 5 fiscd years.

c. Toprovidefor progresson in the awarding of ranks, a nominee for Distinguished Executive
normaly shal have received the rank of Meritorious Executive. An exception may be
made, however, in a case where an executive's achievements are of such an exceptiond
nature that only the highest rank permissible would serve as afitting award.

24. What isthe Criteria Used to Deter mine an Executive's Eligibility for a Rank Award?
a A nominee must have demondirated:
(1) Sustained accomplishment for Meritorious Executive; or
(2) Sugtained extraordinary accomplishment for Distinguished Executive.
* b. Factorsto be consdered include, but are not limited to:

(1) Leading Change. Displaysthe highest leve of credtivity, initiative, flexibility and
innovation to produce results;

(2) Results Driven. Has an exceptiond record of achieving important program results;

(3) Leading People. Successful use of human resources as evidenced through high
workforce productivity and/or effective development and recognition of
subordinates,

(4) Business Acumen. Successful use of financia resources through cost avoidance;
applied merit principles to develop, sdlect, and manage a productive and diverse
workforce; and/or

(5) Building CoditionsCommunications. Unusud levels of cooperative effort with other
Federd agencies, Government jurisdictions, and/or private sector.

*
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C. ltisexpected that nominees will meet many of the above criteria. In al cases, nominees
should reflect credit on the career civil service.
When ar e Executives Nominated?
At the conclusion of the yearly SES performance gppraisd review, the Adminigtrator or the IG

for OIG executives may nominate career SES members for the Meritorious or Distinguished
Rank Award.
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Chapter 5

Pay

1. How is Pay Set for Career Senior Executives?

Statute and regulation authorize the Adminigtrator and the |G to determine the pay for initid
appointmentsto career SES. The OPM highly recommends that agencies adopt a policy of
bringing new appointeesin & the ES-1 or ES-2 leve.

2. How is Pay Determined for New Career Appointeesto the SES?

New career appointees generaly will enter at an ES-1 leve, with at least a 6 percent pay
increase (not to exceed the ES-2 level if needed to reflect such anincrease). To receive more
than the ES-2, a candidate must demondtrate relevant and highly specid skills, and must be
assuming a position which the Agency considers to be critical to the success of its misson or for
which there isa scarcity of kills.

3. How Often Can an Executive Expect a Level I ncrease?

Normaly level increases will occur at the rate of one level upward after 2 years at the prior
level, with executives progressing steadily to the ES4 leve if they demongtrate highly successful
or better performance.

4. How is an Executive Recommended for a Leve Increase?

Supervisors are responsible for recommending career executives for level increases as they
become digible up through ES-4. Increases above the level ES-4 dso require
recommendations from the supervisor and must be based on such factors as demands of the
position over severd rating cycles, exceptiond skills, and sustained and sgnificant or highly
gpecid achievement. All recommendations are submitted through the Chair, ERB or through the
PRB to help ensure consistency except for recommendations for executives in the OIG.
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Chapter 6

SES Reduction in Force (RIF)

1. What isa Reduction in Force (RIF) in the Senior Executive Service?
“The dimination or modification of a position due to a reorganization, due to lack of funds or
curtailment of work, or due to any other factor.” The regulations are located a 5 CFR
359.601.
2. What arethe Responsibilities of SBA Officials?
a. The Adminigtrator and the |G, as appropriate, are responsible for:
(1) Determining the need to direct aRIF;
(2) Identifying which SES positions will be abolished; and
(3) Determining placement offers for career executives displaced by RIF.

b. The Assgtant Adminigtrator for Human Resources or the Assstant Inspector Generd for
Management and Policy for OIG executives, are responsible for:

(1) Implementing procedures to conduct a RIF in the SES consistent with appropriate
laws and OPM regulations,

(2) Maintaining liaison with OPM on RIF policy and placement offers for affected
executives,

(3) Reviewing plansto conduct aRIF in SES;
(4) Providing gtaff advice and recommendations; and

(5) Providing technica support for program implementation.
3. What isthe SES RIF Competitive Area?

Career and probationary gppointees compete for job retention nationwide excluding executives
inthe OIG. 1G executives compete only within the OIG.
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4, What arethe Proceduresfor Conducting a RIF?

a. The Associate Deputy Adminigtrator for Management and Administration notifies the ERB
of apotentia RIF including the specific reasons for the RIF.

b. The ERB reviews the proposas and makes recommendations to the Administrator on:

(1) Numbers of positions affected, number and names of executives affected, and
specific interna reassgnment actions, if any, proposed for each affected executive;
and

(2) Names of executives proposed for placement utilizing RIF procedures.

c. The Adminidrator renders afina decison on the need for aRIF in the Agency, including
specific directed reassgnments or placement offers prior to implementation of aRIF.

d. Affected executives are notified, in writing, of the proposed action at least 15 days before
the effective date.
5. What arethe Retention Standardsand How are They Deter mined?
a. Before any RIF action the SBA will:

(1) Place executives on aretention ligt;

(2) Provide retention lists to affected executives,

(3) Place executives on the retention list based on their:
(& Type of appointment (career/probationd);
(b) Current performance rating;
(c) Receipt of Digtinguished or Meritorious Executive Rank Awards, and
(d) Length of servicein SES.

b. Executives on the retention register with identical retention standings at the time of RIF will
be r_eleased in ascending order under each subgroup based on total length of Federa
service,

*C. Theretention groups are described as follows. *
(1) Group 1 - Career executives not serving on probation with “Fully Successful” or

better performance ratings.
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(8 Subgroup IA - Executives with current “Exceptionaly Successful”
performance ratings, in descending order of length of servicein the SES.

(b) Subgroup IB - Executives with current “Highly Successful” performance
ratings, in descending order of length of servicein the SES.

(c) Subgroup 1C - Executives with current “Fully Successful” performance
ratings, in descending order of length of servicein the SES.

(2) Group 2 - Career executives serving on probation with “ Fully Successful” or better
performance ratings.

(a) Subgroup 2A - Probationary executives with current “ Exceptionally
Successful” performance ratings, in descending order of length of servicein
the SES.

(b) Subgroup 2B - Probationary executives with current “Highly Successful”
performance ratings, in descending order of length of servicein the SES.

(c) Subgroup 2C - Probationary executives with current “Fully Successful”
performance ratings, in descending order of length of servicein the SES.

(3) Group 3 - Career Executives with current “Minimally Satisfactory” performance
ratings.

(8 Subgroup 3A - Career executives listed in descending order of length of
servicein the SES.

(b) Subgroup 3B - Probationary executives listed in descending order of length
of servicein the SES.

(4) Group 4 - Career executives with current “Unsatisfactory” performance ratings.

d. Executivesin receipt of a Digtinguished and/or Meritorious Executive Rank Award are
credited with additiond years of service toward the SES service date as follows:

(1) Digtinguished Executive Rank - 5 years; or
(2) Meritorious Executive Rank - 2 years.

e The additiond years of service based on rank are:
(1) Applicable only in aRIF stuation; and

(2) Creditable for aperiod of 3 years from the month of receipt of a Distinguished or
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Meritorious Executive Rank.

6. What Happensif an Executiveis Displaced?

a. A career executive whose position is abolished has displacement rights to the SES position

occupied by the career executive with the lowest retention standing if he or she qudifiesfor
the position.

b. If there are no executives who can be displaced, the executive identified for rdleaseis
entitled to placement and reinstatement ass stance as provided below.

(1) Placement rights within SES apply to non-probationary career executives.

(2) Non-career, limited term, and limited emergency executives and reemployed
annuitants who occupy positions identified for abolishment have no entitlement to
placement in any other SBA paosition.

(3) A career executive is entitled to be assigned to a vacant SES position in SBA for
which he or sheis qudified.

(4) If avacant SES position does not exist, the gppointing authority must so certify to
OPM.

7. What Rights are the Executive Entitled to Through OPM ?

a. When OPM accepts the certification that a vacant pogition is not available in the Agency,
the career executiveis entitled to:

*

(1) Priority placement consderation by OPM for a period of 45 daysto
any vacant SES postion in another agency for which the executive is qudified,
and *

(2) Detal by OPM to an SES position in any agency for a period not to exceed
60 days and be placed in such a postion by OPM &fter the period of such detail.

b. The executive remains on the SBA rolls during the placement period.

8. What arethe Consequencesif the Executive is Reached for Reduction In Force?
a. A career executive serving a probationary period at the time of aRIF:

(1) May be removed from the SES following the application of RIF procedures;
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(2) May be offered areassgnment to another SES position in the SBA for which he or
she qudifies, and/or

(3) Has placement rights in accordance with paragraph 6-10.

b. A career executive not serving a probationary period at the time of a RIF may be removed
from the SES and the Federa serviceif he or she declines.

(1) A directed reassgnment to a position for which he or she qudifiesin SBA; and/or

(2) A reasonable offer of placement in an SES position in another agency under OPM
placement efforts.

* ¢ A career executive may be removed from the SESif not placed by OPM in an SES
position in another agency within 45 days after receipt of awritten certification that SBA
could not place the executive. (In the case of an executive who held a career SES
appointment as of May 31, 1981, remova cannot take place until 30 days after OPM
notifies the Congress that placement was not possible))

d. Anexecutive removed as aresult of implementation of RIF procedures is entitled to
severance pay or Discontinued Service Retirement, if digible.

e. Atthetime acareer executiveis officidly proposed for release from SES, SBA mudt:
(1) Provide OPM with a copy of the RIF notice;

(2) Inform OPM what it intends to do with the space occupied by the executive
proposed for release from the SES; and

(3) Adviss OPM if the executive requests placement assistance for an SES position in
another agency.
0. Does the Executive Have Reinstatement Rightsto the SES?

a.  An executive serving a probationary period a the time of remova by RIF must compete to
return to SES.

b. A career executive who completes the SES probationary period at the time of remova by
RIF:

(1) Receives priority placement congderation for 1 year, without competition, to any
vacant SES position in the employing agency for which qudified.

(2) Must apply to be consdered for the position after OPM receives certification from
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an agency that the executive could not be placed.

(3) Hasreingatement digibility to SES, following the 1-year priority placement period.

10.  AreTherePlacement Rightsfor Executives Removed Through RIF?
a. Executives removed from the SES for RIF reasons, and, at the time of appointment to the
SES, held a career or career-conditiona appointment (or an gppointment of equivaent
tenure), are entitled to be placed in avacant civil service position (other than a SES
position) thet is:

(1) A continuing postion a GS-15 or above, or equivadent that will last & least 3
months;

(2) Of tenure equivdent to that of the appointment held at the time of gppointment to
the SES; and/or

(3) A pogtion for which the appointee meets the qudlifications requirements.

b. Placement of an executive under this paragraph doesn't cause the separation or reduction in
grade of any other employee.

c. An executive placed under this paragraph is entitled to receive basic pay at the highest of:
(1) Therate of basic pay in effect for the position in which he or sheis being placed;

(2) Therate of basic pay currently in effect for the position which the executive hdd in
the civil serviceimmediately before being gppointed to the SES; or

(3) Therate of basic pay in effect for the executive immediately before his or her
removd from the SES.

d. See5 CFR 359.705(b) for exceptions.
11. ::S|th2 Executive Eligible for Assistance Under the SBA Career Transition Assistance
an~
The executive may be digible for outplacement assistance (see SOP 33 00, “Employment,” for
further informetion).
12. Doesthe Executive Have Appeal Rightsto M SPB?

a.  Anexecutive may apped aRIF action on the basis that it did not comply with procedures.
Effective Date: June 30, 2000 Page 36



SOP 39 20 1A

b. An executive who has completed a probationary period and is removed because he or she
declined areasonable OPM offer of a position in another agency may apped the removal
action based on the reasonableness of the offer.

c. An executive who has completed a probationary period and was removed because he or
she could not be placed by OPM may appeal to determine if OPM exercised al reasonable
steps to achieve placement.

d. An executive who appliesfor reinstatement under the provisions of paragraph 6-9 above,
may gpped any determination by SBA that he or sheis not qudified for a position following
areinsatement request.
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Chapter 7

Recertification

1. What isthe Purpose of the SES Recertification Program?

SES recertification ensures that the performance of career executives demongrates the
excellence needed to meet the gods of the SES. Regulations are at 5 CFR 317.504.

2. What isthe Reationship of Recertification to the Annual Performance Appraisal
Process?

The SES recertification process and the Agency annual performance appraisal process are
complementary but separate. While the annua appraisa looks at how well the executive has
met the specific standards for his or her position for the year, the recertification process looks at
the executive's performance over a period of 3 years.

3. Who is Subject to Recertification?

a. SES career executives who have been continuoudy employed in the SES for 156 weeks
preceding the end of the recertification period are subject to recertification. This period
includes any service as an SES noncareer or limited gppointee. It dso includes servicein

any agency.

b. One or more breaksin SES service of atotal of 6 months or less does not interrupt the 156
weeks of continuous employment. A bresk is defined as atime period during which the
SES career employee was not being officialy counted againgt the agency's SES position
adlocation.

C. SES career executives who are on extended assignment or absence from their positions at
the time of recertification are subject to recertification, generdly, aslong asthey are officidly
occupying an SES position at the end of the recertification period as a career appointee and
meet the 156-week length of service requirement.

d. Thisrecertification plan does not apply to SES noncareer or limited gppointees. Nor does

it gpply to former SES career executives who took Presidentia appointments at Executive
Levd V or higher with Senate confirmation and dected to retain SES benefits.

4. When Does Recertification Take Place?

a. Theinitid recertification period ended September 30, 1991, coincident with the end of the
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annua performance gppraisa period. Subsequent recertification takes place every third
caendar year thereafter. September 30 shall serve asthe date for calculating the 156-week
employment period.

b. If an executiveisrecertified in another agency and then transfers to this Agency during the
calendar year, the executive is not subject to recertification in this Agency.

c. If an executive transfers from another agency during the caendar year and no recertification
decison was made in that agency, a recertification decison must be made in this Agency.
All necessary relevant information on the executive's performance during the recertification
period, in addition to performance ratings completed, will be requested of the executive's

previous agency.

5. What isthe Standard for Recertification?

a. Thecareer executive must perform at the level of excellence expected of a senior executive.
Excellence means that the executive has demondirated over the recertification period that
he or she has achieved excellenceiin:

(1) Panning for, subgtantidly advancing, and ataining Presdentid, Agency, or
organizationa goa's and objectives that required a sustained superior effort;

(2) Taking specific initiatives that advanced amgor policy and/or significantly improved
ddivery of sarvices,

(3) Taking the necessary actions to ensure the achievement of a qudity product in a
timdy manner; and

(4) Making sgnificant technica, scientific, or professona contributions.

b. Also, if gpplicable to the respongbilities of the senior executive, excdlence is demongtrated
by:
(1) Achieving subgtantia savingsin the execution of programs under his or her
direction;
(2) Maintaining the high quality and effectiveness of programs under his or her direction
with reduced resources; and/or

(3) Providing strong leadership to enhance the development, utilization and
achievements of subordinate personnd, including achievement of equa employment
opportunity goals.

6. What arethe Proceduresfor Recertification?
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a.  Recommendation by the supervisng officid.

(1) The executive's supervisor shal submit to the PRB, a recommendation on SBA
Form 1802, “ Senior Executive Service Recertification CY___,” Appendix 5,
whether the career executive's performance judtifies recertification as a senior
executive. The recommendation must include a written judtification. The
recommendation shal be based on the executive's overadl performance during the
recertification period in relation to the standard for recertification in paragraph 7-5,
including congderation of such factors as the following.

(& The executive's SES performance ratings for the 3 preceding years. SES
career executives do not necessarily have to have received annud
performance ratings above “ Fully Successful” to be recertified, nor do
“Fully Successful” ratings guarantee recertification.

(b) Any award or other recognition received by the appointee. Awards
recognizing performance over a period of years that are received during the
recertification period even though some of the achievements recognized may
have occurred before the recertification period are included. Also included
are awards received after the recertification period, but before the
recertification determination, if the award recognizes performance that took
place during the recertification period.

(c) Any developmentd activities of the executive. These include professond,
educationd, or saif-developmentd activities. Supervising officials should
consder funding availability and the stage of the executive's career, that is,
long term executive as opposed to newly appointed executive, when
evauating the extent to which an executive participates in developmenta
activities.

(2) The factors identified above should be used as a measure of whether the standard
for recertification has been met in relation to the written performance requirements
for the career executive's senior executive pogition. Supervising officids may not
make a recommendation solely on the basis of performance ratings.

(3) Thereisno specific length of time that an officid must serve as an executive's
supervisor before making a recertification determination.

(4) Supervising officids should contact the servicing personnd specidist for technica
advice and assstance prior to preparing ajustification for conditiond recertification
or no recertification.

(5) Executiveswill be requested to submit awritten statement of accomplishmentsin
relation to the sandards for recertification. This statement will be not more than
three pagesin length and will be submitted to the supervising officia for hisher
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condderation.

(6) The executive shdl be given a copy of the recommendation provided on SBA Form
1802. The executive shal be requested to acknowledge receipt of the form, and
advised of the right to submit to the PRB, a statement of accomplishments and other
documentation giving evidence of the quaity of the gppointee's performancein
relation to the standards set forth in paragraph 4-6. The statement of
accomplishments provided to the PRB may be the same, asthat provided in
paragraph 7-5(4) above, or amended at the executive's discretion.

(7) If the supervisng officid is below the leve of the Deputy Adminigtrator or the IG,
the executive may request a higher level review of the supervising officid's
recommendation prior to its submisson to the PRB. This review will be performed
by the supervisor of the supervisng officid and will result in awritten
recommendation. A narraive judtification for the recommendation will not be
required unless the recommendation differs from that of the supervising officid. The
executive shdl be given a copy of the written recommendation with its narrative
judtification, if any.

(8) Therecetification form with narrative judtification plus other rlevant
documentation, (i.e. the executive's satement of accomplishments) shall be
forwarded to the servicing personnd specidist for presentation to the PRB. The
schedule for submission of recommendations will be issued in those years when the
recertification process isto be conducted.

b. Recommendation by the PRB.

(1) More than one-haf of the members of the Board shall consst of SES career
executives. Board members may not take part in any deliberations or actions
regarding recommendations on their own recertification. An dternate PRB will
consder recommendations on recertification of the members of the primary PRB.
The Adminigtrator may elect to appoint SES career members to the PRB who are
external to SBA. A separate PRB shdl be gppointed by the |G to review
recertification recommendations for OIG employees. The |G may aso elect to
gppoint SES career members to the PRB who are externd to SBA. The mgority
vote shdl control the decison and thus the recommendation of the PRB to the
Administrator or |G, as appropriate.

(2) After recaiving the recommendation of the supervising officid and any informetion
provided by the career gppointee, the Board shdl submit to the Administrator or the
|G, as appropriate, a recommendation, on the SBA Form 1802, whether the
appointee should be recertified, conditiondly recertified, or not recertified. |G PRB
recommendations to conditiondly recertify or not recertify shal be submitted
through the 1G to the Adminigtrator for afina decison.

(3) If the PRB needs more information to make its recommendation, it may request the
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following.

(&) Additiond documentation from the supervising officia or request that he/she
appear before the Board. The Board may aso ask other pertinent
individuals to appesar.

(b) If the supervisng officid has recommended that the executive be
conditionaly recertified or not recertified, then the executive shdl be
provided an opportunity to appear before the PRB to provide ora
judtification of hisher qudifications.

(4) If the Board proposes to recommend conditional recertification or no recertification,
the executive shdl:

(&) Benatified in writing, specifying the Board's rationde, in sufficient detall, for
its proposed recommendation. If the PRB chooses to use the same
rationae as provided by the supervisng officid or higher levd reviewer, it
need only indicate its concurrence on the supervising officid's or higher leve
reviewer's judification;

(b) Have the opportunity to appear before the Board prior to the forwarding of
the recommendation to the Administrator or the |G, as appropriate. The
gppointee shdl be given 5 calendar days advance notice of the proposed
scheduled appearance. If the executive requests, he/she may be given a
reasonable amount of officid time to prepare for hisor her gppearance.

(5) If the Board recommends recertification, it may aso recommend thet the
appointee's rate of basic pay be increased to ahigher ES pay rate. |f the Board
recommends conditiond recertification, it may aso recommend that the gppointee's
rate of basic pay be reduced to the next lower ES pay rate. These
recommendations may be documented on the recertification determination form.

(6) In addition to its recommendation, the Board shdl provide the Adminigrator or I1G,
as gppropriate, with the recommendation from the supervising officid and any
information received from the appointee under paragraphs 7-6a(4) or 7-6b(4) of
this paragraph. 1t will dso provide the recommendation of the higher level reviewer,

if any.

(7) A copy of the recertification determination form reflecting the Board's find
recommendation shal be forwarded to the executive.

c. Determingtion by the Adminigtrator or the 1G.

(2) The Adminigtrator or the |G shdl determine whether the executive shal be
recertified.
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(2) The Adminigrator shal determine whether the executive shal be conditionaly
recertified, or not recertified.

(3) If the Adminigtrator or 1G, as gppropriate, determines that the executive's
performance warrants recertification, he/she will record the decision on the
recertification determination form aong with the gppropriate annotetion if a positive
pay rate change is decided upon.

(4) Written reasons must be provided for any recommendation or decision to
conditionally recertify or to not recertify a career executive. The reasons must be
specific enough so that the executive will be able to understand why the action was
taken and adequate to support a case if the executive appeas aremoval action.
The Administirator may concur without providing additiond reasonsif he or she
agrees with those reasons and deems the reasons provided by the recommending
officid(s) sufficient.

(5) If adecidon to conditionaly recertify or not recertify is being consdered and the
executive has not had an opportunity for a persona appearance because dl
previous ddiberations have consdered only a recommendation to recertify, the
Adminigtrator may provide the executive an opportunity to make a presentetion in
writing and/or in person before taking further action.

(6) Determinations will not be based on a prescribed distribution of how many or what

percentage of executives will be recertified, conditiondly recertified, or not
recertified.

7. What ar e the Consequences of Recertification Deter minations?
a. Decison to Recertify.

(2) If the Administrator or 1G, as gppropriate, determines that the executive's
performance warrants recertification, the executive shal continue in the SES.

(2) The executivesrate of basic pay may not be reduced at the time of recertification.
(3) If the decison is made to increase the executive's rate of basic pay, the statutory
regtriction that an SES member's pay level may be changed only oncein a 12-
month period remains applicable.
b. Decison to Conditiondly Recertify.

(2) If the Adminigtrator determines that the executive's performance warrants
conditiond recertification, the executive:
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(@ Shdl be natified in writing enclosing the completed recertification
determination form and necessary supporting documentation.

(b) Shall remain acareer gppointeein the SES.

(c) Shal be subject to continuing close review of the executive's performance
by the supervising officid in coordination with the ERB.

(d) Shdl be subject to a performance improvement plan devel oped by the
supervisng officia, subject to the approvad of the ERB, and provided to the
executive within 30 calendar days of higher natification of conditiona
recertification. The performance improvement plan should include a
description of the deficiencies in the executive's performance, what
condtitutes satisfactory completion of the plan, a statement of the support
and assstance to be provided by the supervising officid, and any training
initigtives planned. It shal conform with performance sandards the
executive is required to attain during the period. Periodic progress review
discussions shdl be held and documented at 90 day intervas.

(&) May, if the Adminigtrator so determines, be reduced to the next lower ES
pay rate, once 12 months have elapsed since the appointee's last pay
adjustment.

() May not apped to the Merit Systems Protection Board, as the law does not
provide such aright.

(2) Attheend of the 12 months following conditiona recertification, SBA shdl make a
new recertification determination. The process for making the new determination
shdl be the same as for the initid recertification decison, including review and
recommendation by a Performance Review Board.

€) Theindividud shdl be retained in the SES if recertified and shdl have
any reduction in ES pay level made under this paragraph restored as of
the beginning of the first pay period following recertification when 12
months have eapsed since the pay reduction.

(b) Theindividud shdl be removed from the SES if not recertified a the
end of the 12-month period following the conditiona recertification.

c. Decison Not to Recertify.
(2) If the Adminisirator determines that the executive's performance does not warrant
recertification or conditiond recertification, the executive shal be removed from the
SES in accordance with applicable law and regulation (5 CFR 359).

(2) The executive shdl be natified in writing before the effective date of the action. If
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the executive has completed the SES probationary period, or was not required to
serve a probationary period, the notice shall be at least 30 caendar days before the
effective date of the remova from the SES.

(3) The notice shdl include the completed recertification determination form and advise
the executive of the following.

(@) Thebasisfor the action.

(b) The executive's placement rights provided under 5 CFR 359.701-705. The
pasition to which the appointee will be assgned shal be identified ether in
the advance notice or in a supplementary notice issued no later than 10
cdendar days before the effective date of the action.

(c) The executive'sright to apped to the Merit Systems Protection Board,
including the time limit for gpped, the office to which an goped should be
sent, and that there is no provison for agtay in the removal action pending

the appeal process.
(d) The effective date of the remova from the SES.

(e) When gpplicable, the executives digibility for immediate discontinued
sarvice retirement, in lieu of placement rights, with no annuity reduction
based on age (Civil Service Retirement System) and digibility for an annuity
supplement regardiess of age (Federd Employee Retirement System).

(4) Removad from the SES as aresult of not being recertified may not be made effective
within 120 days &fter:

(8 The appointment of an Adminigirator; or
(b) The appointment in SBA of the career executive's most immediate

Supervisor who is a noncareer executive and has the authority to remove the
career executive.
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Appendix 1

Index to Forms and Reports

Form Paragraph
SBA Form 2014, "Senior Executive Service Opportunity” 3-5
SBA Form 1303, "Senior Executive Service Paformance Evauation” 4-5, 4-6, 4-8

SBA Form 1304, "SES Critical Objectives' 4-5, 4-7, 4-8
SBA Form 1802, “ Senior Executive Sarvice Recertification CY " 7-6
Report Paragraph
None
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Appendix 2

(paragraph 3-5)

Senior Executive Service Opportunity

Position: Closes:
Location:

Salary:

Vacancy Announcement Number:

Opening Date:

Area of Consideration:

Duties/Responsibilities:

Please submit a written narrative describing the degree to which you possess desirable technical qualifications and
executive core qualifications factors listed below. Be specific and limit responses to no more one page for each
factor.

DESIRABLE TECHNICAL QUALIFICATIONS:

EXECUTIVE CORE QUALIFICATIONS—To be eligible for consideration, candidates must meet all of the
following five factors:

1. Leading Change - The ability to develop and implement an organizational vision which integrates key national and program
goals, priorities, values, and other factors. Inherent to this is the ability to balance change and continuity—to continually strive
to improve customer service and program performance within the basic Government framework, to create a work environment
that encourages creative thinking, and to maintain focus, intensity and persistence, even under adversity, Key characteristics
include:

. Exercising leadership and motivating managers to incorporate vision, strategic planning, and elements of quality
management into the full range of the organization's activities; encouraging creative thinking and innovation; influencing
others toward a spirit of service; designing and implementing new or cutting edge programs/processes.

- Identifying and integrating key issues affecting the organizaticn, including political, economic, social, tachnological and
administrative factors.

. Understanding the roles and relationships of the components of the national policy-making and implemantation process,
including the President, political appointees, Congress, the judiciary, state and local governments, and interest groups;
and formulating effective strategies to balance those interests consistent with the business of the organization.

“AN EQUAL OPPORTUNITY EMPLOYER"

— P —
J.S. SMALL BUSINESS REMINISTRATION NOTE: SEE APPLICATION REQUIREMENTS ON REVERSE.
409 31d Street, S.W.
WASHINGTON, D.C. 20416

SBA Form 2014 (7/98) Previous Editions Obsolete
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«  Being open to change and new information; tolerating ambiguity; adapting tehavior and work methods in response to
new information, changing conditions, of unexpecied obstacles; adjusting rapidty to new situations warranting attention
and resclution,

+ Displaying a high level of initiative, effort, and commitment to public service; being proactive and achievement-ariented;
being self-motivated; putsuing self-development; seeking feedback frorn others and opportunities to master new
knowledge.

+  Dealing effectively with pressure; maintaining focus and intensity and remaining persistent even under adversity;
recavering quickly from setbacks.

2. Leading People - The ability to design human resource strategies which maximize employee potential and foster high ethical
standards in meeting the organization’s vision, mission and goals. Key characteristics include:

»  Providing leadership in setting the workforce's expected performance levels commansurate with the organization's
strategic objectives; inspiring, motivating, and guiding others toward goal accomplishment; empaowering people by
sharing power and authority.

= Promoting fuality through effactive use of the organization’s performance management system (e.g., establishing
performance sfandards, appraising staff accomplishments using the devaivped standards, and taking actian 1n reward.
counsel, or remove employees, as appropriate),

«  Valuing culturat diversity and other differences, fostering an environment where people wha are culturaly diverse can
work togethes caonerafively and effectively in achieving organizational goals.

«  Assessing employees’ unique developmental needs and providing develgpmenta! appattunities which maximize
employees' capabilities and contribute o the achievement of otganizational goals; developing leadership in others
through coaching and mentoring.

«  Fostering commitment, tearr spirit, pride, trust, and group identity; taking steps to prevent situations that cou'd result in
unpleasant confrontations.

e  Resolving conflicts i a pasitive and constructive manner; this includes promoting faborimanagement parinesships and
dealing effectively with employee relations matters, atiending to morale and organizational ciimate issues, handling
administrative, labor management, and EEQ issues, and taking disciplinary actions when other means have not been
successful.

3. Resuits Driven - The ability to rmake timely and effective decisions and produce results through strategic planning anad the
implementation and evaluation of programs and policies. Key characteristics include:

»  Understanding and appropriately applying procedures, requirements, regulations, and policies related to specialized
expertise, understanding linkages between administrative competencies and mission needs; keeping current on issues,
practices, and procedures in technical areas.

«  Stressing results by formulating strategic program plans which assess policy/program feasibility and include realistic
short- and lgng-term goals and objectives.

»  Exercising good judgment in structuring and ofganizing work and setting pricrities; balancing the interests of clients and
readily readjusting priorities to respond to customer demands.

s Anticipating and identifying, diagnosing, and consulting on potentia! or actual problem areas relating to program
implementation and goal achievement; selecting from alternative courses of corrective action, and taking action from
deveiloped contingency plans.

»  Sefting program standards; heiding seff and otfiers accountabie for achieving these standards, acting decisively to modify
them to promote customer service and/or the quality of programs and policies.

« Identifying opportunities to develop and market new products and services within or outside of the organization; taking
risks to pursue a recognized benefit or advantage.

4. Businass Acumen - The abifity to acquire and administer human, financial, material, and information resaurces in a manner
which instilts public trust and accomplishes the organization's mission, and to use new lechnology to enhance decision
making, Key characteristic include:

»  Assessing current and futuce staffing needs based on organizational goals and budget realities. Applying merit principles
0 develop, select, and manage a diverse workforce.

»  Overseeing the aflocation of financial resources; identifying cost-effective approaches; establishing and assuring the use
of internal controls for financial systems.

«  Managing the budgetary process, including preparing and justifying a budget and operating the budget under
arganizational and Congressional procedures, understanding the marketing expertise necessary to ensyre appropriate
funding levels.

s  Overseeing procurement and gontracting procedures and processes.

« lntegrating and coordinating lagistical operations.

«  Ensuyring the efficient and cost-effective development and utiiization of management information aystems and other
technological resources that meet the arganization’s needs; understanding the impact of technological changes on the
organization.

5. Building Goalitions/Communication - The ability to explain, advocate, and express facts and ideas in a convincing manner,
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and negofiate with individuals and groups internally and externally. It also involves the ability to develop an expansive
professional network with other organizations, and to identify the internal and extemnal politics that impact the work of the
organization. Key characteristics include:

s+  Representing and speaking for the organizational unit and its work (e.g., presenting, explaining, selling, defining, and
negotiating) to those within and outside the agency (e.g., agency heads and other Government executives; corporate
executives; Office of Management and Budget officials; Congressional members and staff; the media; clientele and
professional groups); making clear and convincing orai presentations to individuals and groups; listening effectively and
¢larifying information; facilitating an cpen exchange of ideas.

+  Establishing and maintaining working relationships with internal organizational units (e.g., other program areas and staff
support functions); approaching each problem si{uation with a clear perception of organizational and political reality; using
contacts to build and strengthen internal support bases; getting understanding and support from higher level
management.

+ Developing and enhancing alliances with external groups (e.g.. other agencies or firns, state and local governments,
Congress, and clientele groups); engaging in cross-functional activities; finding common ground with a widening range of
stakehglders.

+  Working in groups and teams; conducting briefings and other meetings; gaining ¢cooperation from others to obtain
information and accomplish goals; facilitating “win-win” situations.

+ Considering and responding appropriately to the needs, feelings, and capabilities of different people in different
situations; is tactful and treats others with respect.

»  Seeing that reports, memoranda, and other documents reflect the position and work of the organization in a clear,
convincing and organized manner.

HOW TO APPLY:

To be considered, applicants must submit an SF-171, OF-612, or resume which adequately supports/demonstrates
your qualifications for this position. The documentation must show where and when the gqualifications were
obtained, and describe the organizational setting in which the experience was acquired, e.g., organizational size,
level, and assigned fiscal resources. Include a narrative discussion of qualifications as they relate directly to the
technical and core qualifications listed above. To determine eligibility for non-competitive referral, current senior
executives must submit an SF-50. All current Federal employees must submit a current performance appraisal.
Applications must be compieted and received in this office or postmarked by the closing date and forwarded to:

Small Business Administration
409 Third Street SW, MC:
Washington, DC 20416
ATTN:

NOTE: Time-in-grade does not apply for SES positions. Applicants for this position must demonstrate the level and
breadth of experience necessary to assume an SES position. There is, however, no requirement for experience
equivalent to the GS-15 level.

FOR APPLICATION INFORMATION CONTACT:

EVALUATION METHODS:

Current SES career appeintees, career SES reinstatement eligibles and eligible SES Candidate Development
Program Graduates will be considered under noncompetitive appointment procedures.

Qualified candidates who must compete and who submit complete application packages will be ranked by a panel of
senior executives based upon the executive core and desirable technical qualifications factors.

APPROVAL AND PROBATIONARY PERIOD:
An individual entering this position on an initial career appointment basis must have his or her qualifications
approved by an Office of Personnel Management Qualifications Review Board and will be required to serve a one

year probationary period before the appointment becomes final.

INCOMPLETE APPLICATIONS WILL NOT BE CONSIDERED.
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Appendix 3
(paragraphs 4-5, 4-6, 4-8)

s BUs,
&5 . . . .
N . U. S. Small Business Administration
%z Senior Executive Service Performance Evaluation
Kot
1. Name of Executive 2. Organization
3. Position Title l 4. ES Rate —:) 5. Date Entered Position {6. Rating Period

PART A: NOTIFICATION OF OBJECTIVES
The standard critical objectives, measurement criteria, and monitoring systems have been discussed
with the executive, and he/she understands the objectives and measurement criteria,

7. Executive's Signature ]'8 Date I 9. Rating Official’s Signature ] 10. Date
PART B: MID-YEAR REVIEW/CERTIFICATION OF DISCUSSION WITH EXECUTIVE
11. Executive’s Signature 12. Date { 13. Rating Official’s Signature_} 14, Date
PART C: INDIVIDUAL OBJECTIVE PERFORMANCE RATING
15, Critical Objectives Rating ! Rating Levels

1. Program implementation } AT: Ahead of Target

2. Organizational Representation J OT: On Target

3. Resource Effectiveness BT Behind Target

4, Special Initiative (Optional)
M
PART D: CERTIFICATE OF SUMMARY RATING

{Summary rating leve] definitions are on reverse.)

16. Rating 117‘ Rating Official’s Signature ‘; 18, Date

PART E: EXECUTIVE ACKNOWLEDGEMENT

19. Your signature does not indicate agreement or disagreement with this rating, but acknowledges
that the rating was discussed with you. You may include comments in block #30 on reverse of this
form, Check if you want to request a reviewing efficial rating:

30, Execative's Signature | 21. Date | 22. Reviewing Official’s Signature | 23. Date | 24. Rating

(Executive’s Option}

PART ¥: FINAL ACTION BY THE ADMINISTRATOR
25. Rating 26. Signature 27. Date

SBA Form 1303 (7/98) Previous Editions Obsolete
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PART G: RATING OFFICIAL’S JUSTIFICATION FOR SUMMARY RATING
28.

PART H: REVIEWING OFFICIAL’S JUSTIFICATION FOR SUMMARY RATING

(If differept from rating official’s recommended rating)

29.

PART I;: EXECUTIVE’S COMMENTS (Optional)(If additional space is required, continue on plain bond.)
30.

PART J: SUMMARY RATING LEVEL DEFINITIONS

Level 5 Exceptionally | An executive who receives this rating will have made an
Successful outstanding contribution to the accomplishment of the Agency’s
mission with specific reference to achievement of the Agency’s
Strategic/Business plan. In order to be rated at this level, the
executive must receive an “Ahead of Target” on a majority of
critical objectives with none below “On Target”. This rating
requires written justification.

Level 4 Highly An executive who receives this rating will have contributed greatly
Successtul to the Agency’s mission, In order to be rated at this level, the
executive must receive an “Ahead of Target” on the majority of
critical objectives with none below “On Target”. This rating
requires written justification.

Level 3 Fully An executive who receives this rating must receive an “On Target”
Successful or “Ahead of Target” rating on all critical objectives.
Level 2 Minimally An executive who receives this rating has received a “Behind
Satisfactory Target” on one critical objective and is in effect, on probation. Ths
rating requires written justification.
Level 1 Unsatisfactory | An executive rated “Behind Target” on one or more critical

objectives will receive this summary rating when the level of
performance is totally unacceptable for continued employment in
the incumbent’s position. By law, an executive who receives this
rating must be reassigned, transferred or removed from the SES.
This rating requires written justification.
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Appendix 4
(paragraphs 4-5, 4-7, 4-8)

U.S. Small Business Administration
SES Critical Objectives

Rating Period:

Rating:(aT,01,BT) | Objective 1:
Program Implementation Standards for “On Target” Performance

Criterion 1: Effective Implementation of that portion of
SBA’s Strategic/Business Plan that is pertinent to the
organization based on results.

Criterion 2: Responsiveness to reviews, audits and reports,
e.g., GAO, IG, and OPM.

Criterion 3: lmprovement in the efficiency of the Federal
government through efforts to reduce paperwork, frand
and abuse; and innovative and creative techniques to
accomplish goals of SBA in support of small business

clients.

1
Rating: (at01, BN | Objective 2:
Organizationa]l Representation

Criterion 1: Responsiveness to the Administrator’s
request on program matters.

Criterion 2: Coordination of program matters with SBA
prganizations.

Criterion 3: Relationship with external organizations and
the general public.

Rating: (aT.0T, BTy | Objective 3:
Resouree Effectiveness

Criterion 1: Identify and plan for a cost-effective mix of
financial, human and material resources to achieve
planned levels of program accomplishments.

Criterion 2: Effective management of human resources
and suppaort of merit systems principles.

Criterion 3: Effective management of financial resources.

Criterion 4: Promote equality and diversity in all facets of
personnel management.

SBA Form 1304 (7/98) Previous Editions Obsolete
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Rating: (AT,0T. BT) ; Objective 4: (Optional)
Standards for “On Target” Performance

Criterion 1:

Criterion 2:

Criterion 3:

MODIFICATION TO STANDARDS FOR “ON TARGET” PERFORMANCE REQUIREMENTS
(Indicate objective modified and sign and date indicating agreement)

Executive’s Signature Date Rating Official’s Signature Date
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Appendix 5
(paragraph 7-6)

U.S. SMALL BUSINESS ADMINISTRATION
SENIOR EXECUTIVE SERVICE RECERTIFICATION CY

Name of Executive: Position Tine and Organization:

Current Pay Rate: ES- Recertification Period From: To:

STANDARD FOR RECERTIFICATION
1. The career executive must perfarm at the level of excellence expected of 3 senior executive. Excelience
means that the executive has demonstrated over the recertification period that he or she has achieved
excellence in:

a. Planning for, substantially advancing, and attaining Presidential, agency, or organizationai goats and
objectives that required a systained superior effort.

b. Taking specific initiatives that advanced a major policy and/or significantly improved delivery of services.
¢. Taking the necessary actions to ensure the achievement of a guality product in a timely manner.

d. Making significant technical, scientific, or professiona) contributions.

2. Also, if applicable to the responsibifities of the senior executive, excellence is demonstrated by:
a. Achieving substantial savings in the execution of pragrams under Nis or her direction.

b, Maintaining the high quality and effectiveness of programs under his or her direction with reduced
TeSources.

¢. Providing strang leadership to enhance the development, wtilization and achievements of subordinate
personnel, including achievement of equal employment apportunity goals.

The following recommendations/decision are based on an assessment of the executive's overall performance during
the recertification period in refatioa ta the above Standard for Recertification stipulated in faw, regufation, and
agency written procedures.

SUPERVISING OFFICIAL'S RECOMMENDATION:

Recertify___ Conditionally Recertify____ Not Recertify

Recommend pay rate adjustment 1o €S- No pay rate adjustment recommended

In making these recommendations, | have given due consideration to the executive’s overall performance during the
recertification period, including performance ratings, awards and other recognition and developmental activities

specified in the agency SES recertification plan. ) have attached the required written justification specifying
whether the standard for recertification is met or not met and other relevant supporting documentation.

Supervising Official’s Signature and Titie Date

SBA Form 1802 {5-91)
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EXECUTIVE'S ACKNOWLEDGEMENT OF SUPERVISING OFFICIAL'S RECOMMENDATION:

| have received 2 copy of my supervising official’'s recemmendation and wish 1o submit 2
supplemarntal starement 1o the Performance Aeview Board.

I have receivad a copy of my supervising official’s recommeandation and DO NOT wizh 1o
submit a supglomental statement to the Performance Review Bogrd,

| understand that my signature does not indicate agreement ar disagresmaent with the Supervising
official' s recommendation, but acknowledges that the recommandation wis discussed wirth ma.

Executive’s Signature Data

EXECUTIVE'S REQUEST FOR HIGHER LEVEL REVIEW:

___! have received a copy of my supervising official’s recommendation and 1 AM I AM NOT
REQUESTING A HIGHER LEVEL REVIEW of the recemmendation prior 1o its submission to the Performance Reviaw

Executive's Signature Date

FERFORMANCE REVIEW BOARD (PRE) RECOMMENDATION:
Recertify____ Canditionally Recartity___ Not Recentify___
Recommend pay rate adjustment o ES- No pay rate adjustmant recommended

In making these recommendations, wa have given dus cansideration to the executive's overall performanca diring
there certification period, including performanca ratings, awards and other recognition and developmental activities
spacified in the agancy SES recenification plan, and the supervising official’s recommendation. I there
commendation is to conditionally recertify ar not recertify, we have provided the executive tha rationale for our
proposed recommendation, &n oppartunity to appear before the PRE andfor provide it a supplementai STaTement,
and hava attached the required written justification and other relevant supporting documentatiarn,

PRE Chatr's Signatre Data
RECERTIFICATION DECISION:

Recertfy Conditonally Recartify MNat Recertify
Pay rate adjustment to ES-___ No pay rate adjustment

In making these decisions, | have given dus cansidaration to the sxecutive's overall performance during the
racertification period, inciuding performancs ratings, ewards and other recognition and developmiantal activities
specified in the agency SES racertification plan, end the supervising official’s and PRBE's recommendation. If the
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3
abave decision is to conditionally recertify or not recertify, the executive has been provided the rationale for such

action, an apportunity to appear beface me or the PRB and/or provide a supplemental statement. | have attached
the required written justification and other relevant supporting documentation.

Signatur Date

FOR OPTIONAL USE (to be provided by the Office of Personnei):

ANNUAL SES PERFORMANCE RATINGS

18 19 18
Performance Rating Level Performance Rating Level Performance Rating Level

AWARDS AND OTHER RECOGNITION

SBA Form 1802 (5-81)
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